
Volunteer Coordinator/Advocate Job Duties
   The end goal is not a specific number of volunteers but to improve and strengthen our process so that volunteers are able to sustain and grow our membership. These job duties are a work in progress, in fact, much of the initial work will center around how best to approach each of the bullets below. Approximately 50% of the effort will be actively assisting new volunteers through the application and training process. To be their first resource when they have a question. The remainder will entail working to maintain the volunteer element of the system. Improving the process and assuring that resources, especially human resources are used in the best way possible.
Recruiting
Assist prospective volunteers through the application and training process.
· Help with the application itself.
· Ensure completion of the application
· Follow up to assure that prospective volunteers know what is expected of them and know what the next steps are.
· Design an interview for prospective applicants.
· Schedule and conduct said interviews with applicants
· Assist them with fingerprinting and background investigation and polygraph
· Assist them preparation for the APAT and with APAT itself.
· Coordinate with peer fitness coordinator
· Assist them with pre-requisite classes
· Schedule individual make ups as needed.
· Liaison with warehouse and logistics to ensure that volunteer members have required uniforms and equipment.
Coordinate station visits when needed
Manage Social Media Accounts for recruitment efforts.
Assist with the scheduling and oversee in person recruiting events.
Retention
Design and implement a written retention plan. 
Engage existing volunteers by promoting training events
Coordinate ongoing/continuing education for volunteer members.
Assist where needed with coordination of physicals, training documentation, and other requirements.
Data Collection & Analysis
Working with Chiefs’ and Presidents’ (to include HDFR) define and collect data to inform that efforts are being directed toward maximizing volunteer numbers.
· Contact forms
· Applications 
· Demographics (who are we recruiting and who are we retaining).
· Conduct exit interviews with volunteers who leave
· Use this data to inform recruitment and retention efforts.
Training
Plan ahead to ensure that there are full classes for each FF I&II and EMT class
· Coordinate with Professional Standards Chief. 
· Work towards a goal of graduating 25 per class.
Integrate volunteer instructors where possible. 
Pre-Qualified
Identify and recruit individuals who are pre-qualified.
Work to streamline pre-qualified applicants through the process and make them operational as soon as possible.
· Assess credentials of pre-qualified volunteers to make sure they are acceptable to HDFR standards.
Resource/Other Duties
Set up Target Solutions accounts for new members and serve as a point of contact to troubleshoot account problems
Notary Public (preferred)
Assist with hamptonfire.org email accounts.
Become a member of a Company so that he/she can operate city vehicles. 
Attend:
· Schedule and attend quarterly Board of Directors meetings.
· Monthly Chiefs’ and Presidents’ meetings as requested
· Company meetings as requested
· Job Fairs and Recruiting events
· Initial class meetings and as needed throughout the process
· Graduations and ceremonies. 
